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Ths iscwsbent of this position will be wander the supervision of the
Malnistrative Officer (Authorized Certifying Officer) for the! |
Station vhich renders fivancial sssistence to two sub Rases.
and responsibilities axe of & genersl fiansncial natwre M‘iﬂl all func-
tional duties vhich at a Class A Station may be sssigned. Specifically
thase duties and responsibilities include:

A. Assist in the meintensace of fipencial records in sccord-
ance with regulstions and subsidiary ledgers as required and balances
sams against the Control iedgers; Specifically:

1. Asaists in the preparation of a1l travel vouchers,
T0Y and PCS from Headquerters, by giving advice on prepara-
tion, proper documentation ete., Reviews finlshed voucher
and makss 4&ishursement.

2. Frepates vouchers covering disbursement of funds.
Tais incluwdes corrency conversions and preparation of
propexr documnts for the transfer of accounts (T/A’s) to
other Stations/Bases or Readquarters.

3. Posts tramsactions to allotment control and sub-
sidtary ledgers, assuring that they are {n balance at all
times.

4. ¥y pexticipate in, or prepare if required, large
portions of the monthly accounting reports to be submitted

to Hesdquartexrs.

5. May, contingent upon workload or staffing, prepare
jowrmal vouchers for receipts, issues and adjustments per-
taining to financial control of property and record such
vouchars in Ceneral Ledger Accounts,

6. BEaviews transactioms to assure that proper cobject
clasas code has been sffixzes. 7Thie is done for Comtrol
purposes, and

7. ¥ay initiste correspondence to other Stations/
Bases and/oc Besdguerters, in commection with finamcial
unsttars as required.
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3. Baviews and files Agency Regulstions, Handbooks
and correspondence. logs in sccoumntings and recsipts,
naintatns various files.

C. Perforws typlag duties for the 25X1A6A
snd other related duties as assigned,

Estsives general administrative snd technical supervision from the
Aduinistrative Officer (Authorized Certifylag Officer).

Fiseal Accommting Assistant.

Bubject position is axpected to consist primarily of basic accounting
functions with completed work subject to review sand smalysis by incusbents
of higher graded positioms. Decisions rendered at this level are rastricted
genarally to those involving the aceuracy of routine everydsy transactions.

In comparison with next higher graded position this position is eonfined
to the C5-07 level by concemtration of activity epon the more repetitive and
routine functions, the lsck of suthority to operate indepsndently, and the
lack of sny supervisory respousidilities. Respomsiddlfty to participate in
budget preparation is lindted to the necessary clerical aspects of compilation.
The vory seture of the duties of this position are nsrrower ia scope snd
complexity then the zest higher lewel.
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13 MAY 1959

MEMORANDUM FOR: Chief, Salary and Wage Division

1 - Comptroller
o - FMnence Div.
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THROUGH: Chief, WH Support
SUBJECT: Proposed GS-7 Fiscal Accounting Assistant -
25X1A6A | |
REFERENCE: A, Dispatch:l dated 31 December 1958 25X1A6C
B. Comptroller's Memorandum dated 16 March 1959
1. Attached is a rewrite of the proposed position description
forwarded with Reference B covering the proposed GS-7 Fiscal Account-
ing Assistant in the | | 25X1AB6A
2. A current review of the| | activities has
been made and is furnished below:
a. Cash on Hand
b. Expenditures (average 1 Nov, 1958 - 25X1A1A
30 April 1959)
c. Employees Service 25X9A2
the number of
d. Projects and Activities 7
e. Value of Property on Hand (Inventory of
property on hand now in process in
order to establish on the financial
record)
3, It is recommended that favorable consideration be given to
this request as we believe the duties and responsibilities currently
asslgned to the finamnce group at this statlon warrant favorable con-
gsideration of this position.
4. 1If there are any questions regarding the attached proposal,
do not hesitate to call the undersigned or the Acting Chief, Finance
Division.
FOIAB3B
E. R. SAURNDERS
Comptroller
Attachment:
Proposed Position Description
Distribution: - AC/FD/ L1 Mey 195
Original and 1 - Addressee e
1 - Wi Support 25X1A9A



